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DAILY OPERATIONS 


» Entering time cards 

- Correcting time cards 
- Printing time cards 

- Posting time cards 


PAYDAY OPERATIONS 
1. Calculating the payroll 


2. Printing checks 
3. Printing the check register 


4. Post payroll to masters 


MAINTENANCE & MISCELLANEOUS OPERATIONS 


i. Print the employee master 
2. Period end work 


a. Print the Tax and UCI report 

b. Print the 941A report + 
c. Print the Department report | 
Gd, Prine the W-2's 


3. System Maintenance | 


a. Master file maintenance 

b. Year-to-date maintenance 

c. Scheduled deductions maintenance 
d. Department maintenance | 

e. Federal tax table maintenance 


f. State tax table maintenance 
g. Local tax table maintenance 
Hs 


Status file maintenance 
4.° File utilities 


> @. File utilities 
b. Prepare a new disk 
c. Change the report date 
d. Print a disk catalog — 
e. Exit to another module 


FILE SIZING AND CAPACITY WORKSHEET 


FILE DEFINITIONS 


FILE LAYOUTS 
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ENTER TIME CARDS - Screen 1.1 


Screen l.l SSesSSSSecsSaee ENTER TIME CARDS ============== 01/01/80 
| | oF. biyes .» --Hours: Worked--. «... | 
[1.Card No. |4.Pay Rate |7.Regular = tl L0,HolLiday..s 4| 
|2.Emp. No. |5.Job Worked |8.Overtime. }11.Vacation | 
|3.Date |6.Department |9.Doubletime  |12.Sick ae | 
|OTHER PAY (tax) |OTHER PAY (non-tax | DEDUCTIONS (non-schd) | 
[13.- Hila 4 ved2b, ns es | 
fa4agoe [18. : l 2a | 
tL55 198 123 » | 
|16. |20. ‘|24. | 
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FIGURE 1 


Entering time cards is the procedure whereby hours, other pays, 
nonscheduled deductions, job information and rates are enteres for 
hourly employees. It is the instrument which employers must use to 
pay wages and record information regarding hourly personnel. 


To return to the primary option menu, enter zero for card number, 
press RETURN for card number or press shift function key 20. 


Time card entry may be used for salaried personnel in order to 
record job information, hours distribution (such as vacation and 
sick time) and calculate other pays and nonscheduled deductions. 
Entering a time card for a salaried employee does not alter the 
salary amount that will be paid, nor does it control whether or not 


that person 


Controlling when and who gets paid is a combination of several 
functions: , i ? 


1. No pay is issued for any employee whose termination 
date (in the master employee record) is other than zero 


oT SONS hourly employee is paid without a time card entry. 


3. All employee master records contain a run code. This 
code is requested when the "CALCULATE PAYROLL" function 
is selected. Only those employees whose run code match 
the entered run code will be paid. The purpose of the 
run code is to select who is to be paid. The user may 
elect to pay salaried and hourly employees at. ditferent 
times. 


Hourly employees are defined as those who have an hourly rate 
entered in their master record. Salaried employees are those who. 
have a salaried amount entered in their master record. These-two ~ 


entries are AERO exclusive. 


Several time cards may be entered for each employee when. Peedi red. 

A new time card is required for each different rate, job or depart- 
ment worked. The user need not enter a new time card for each day 
worked unless it is desirous to maintain detail information either 
for management or governmental requirements. 


As cards are entered, they are automatically numbered and stored in 
the time card file until the POST TIME CARDS function is executed. 

The user should note that determining which card is next is easily 
done by selecting "ENTER Time Cards" and observing the "Card No." 
displayed. In other words, if " 1" is displayed, there are no time 
cards currently in the time card file. Correcting, or editing, pre- 
viously entered time cards is possible by use of the ee Time 
Cards" See : 
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SCREEN ENTRIES 


The following is a description of each field that appears on the 


screen: 


CARD NO. (999999) 


The card number is automatically calculated by the computer, it 
Cannot be altered. It is most commonly used for the next function, 
"CORRECT Time Cards". 


EMP, NO. (999999) 


The employee number is a number from 1 to 999999 which is assoc- 
lated with that employee's master record. When entered, a search is. 
made for that employee's master file information. 


If the number entered does not match any of the existing master 
records on file, a buzzer sounds along with a message telling the 
‘Weer that the selected number does not exist. 7 


For hourly employees, the the employee's name, pay rate and depart- 


Ment number are displayed. 


For salaried employees, the buzzer sounds, the "Pay Rate" is dis- 
played as "SALARIED", the department is displayed along with a 
message indicating that this is a Salaried employee. To continue, 


press RETURN. 


Pressing the RETURN key or entering a 0 for the employee number, 


returns the user to the Primary Option Menu. 


DATE (mm/dd/yy) 


The date shown is the System Report Date (always in the upper right 
hand corner of the screen) and indicates the day worked, period end 


date or date of-entry. It is not used as the basis of any amount 


calculation. The user can, however, change the time card date by 


Simply entering the desired date. 


PAY RATE (999.9999) 


The pay rate shown is the eles Ss normal rate as entered in the 


Master file record. It is used as the basis of calculating the 
gross pay for each time card entered. It must be a positive number 


greater than or equal to zero. If the employee is hourly, another 
temporary pay rate may be entered. If salaried, the word "SALARIED" 
is displayed and can not be altered or entered. 
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JOB WORKED (999999) 


The job worked is an optional 6 digit positive numeric entry. When 
used, it matches the appropriate job master record in order to 
distribute hours’ and pay to the "Job Management System". If not 
used, press RETURN, : | . 


DEPARTMENT (xxxxxx) 


The department number is a 6 place alphanumeric entry. It must 
match an existing record of the department master file. It is used 
to distribute labor dollars and hours. The department number’ from 
the current employee record is automatically displayed. The user, 
however, has the option to Change the department number. Pressing 
RETURN will keep the Originally displayed value. 


REGULAR (999.99) 


Regular hours worked is a 6 digit positive numeric’ entry. It is 
used as the basis for calculating regular pay for hourly employees. 


Zero may be entered. 


OVERTIME (999.99) 


Overtime hours worked iS an optional 6 digit positive numeric 
entry. It is the basis for calculating overtime pay using the 1.5 
(time and aé=é half) factor for hourly employees. Press RETURN for 


zero. 


DOUBLETIME (999.99) 


Doubletime hours worked 1s an optional 6 digit positive numeric 
entry. It is the basis for calculating doubletime pay (double the 
rate) for hourly employees. Press RETURN for ZELO.. 


_ HOLIDAY (999.99) 


Enter the number of actual holiday hours taken for this pay period. 
It is used to accumulate actual holiday hours taken year to date. 


It is printed on the check stub and reset to zero at year end. It 


is not used to calculate pay. This is a 6 digit positive numeric 
entry. Press RETURN for zero. ; , 


VACATION (999.99) 


Enter the number of actual vacation hours taken for this pay 


period. It is used to accumulate actual vacation hours taken year 
to date. It is printed on the check stub and reset to zero at year 
end. It 1S not used to calculate pay. This is a 6 digit positive 


& 
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Press RETURN For zero. 


numeric entry. 
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SICK (999.99) 


Enter the number of actual sick hours taken for this pay period. It 
is used to accumulate actual sick hours taken year to date. It is. 
printed on the check stub and reset to zero at year end. It is not 


used to calculate pay. This is a 6 digit positive numeric entry. 


Press RETURN for zero. 


After sick hours have been entered, the following will appear on 


the bottom of the screen: 
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Screen advance| 


) = Delete | "RETURN! 
ee Change 1 field 
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At this point 
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FIGURE 2 


enter.on of the following: 


If the time card is complete and accurate, enter a Y 
The time card will be accepted as displyed and may 
later be changed. The next card will be started. 


The time card just entered is erased and processing 
will resume with the same card number. xe 


The time card just entered is erased and processing 
will resume with the same card number. 


The user will be prompted to re-enter fields 3-12. 


‘RETURN! - No action 


'LINE #' - Fields 3-12 may be individually re-entered 


by entering the corresponding line number of the 
field to be changed. ieee | 


Any of the fields 13-25 may now be individually 
entered. The user should note that the descriptions 
displayed for fields 13-25 come from the appropriate 


table file. (See the File Maintenance section of the 


manual). 


OTHER PAY (taxable) (999.99) 


Fields 13-16 provide the ability to enter additional taxable pay 
amounts such as overtime, hazardous pay, etc. These amounts are 
added to the initially calculated gross pay and therefore become 
taxed as if they were gross pay amounts. Each entry made will 
appear on the check stub. : 2 ee ie eae 


OTHER PAY (non-taxable) (999.99) 


Fields 17-20 provide the ability to enter addition non-taxable pay 
amounts such as mileage, per diem, etc. These amounts are seperated 

from the gross pay amount and will not be taxed. Each entry made 
will appear on the check stub. secu ; 


DEDUCTIONS (non-scheduled) (999.99) 


Fields 21-25 provide the ability to enter additional deductions 
which are not normally scheduled. The employee's master record 
contains the scheduled deductions. These amounts reduce the gross 
pay prior to taxes being calculated. Each entry made will appear on 
the check stub. 2 3 | Ser 3 
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CORRECT TIME eenDS 


Screen 1.2 sesesesss=s== CORRECT TIME CARDS -2s4=s2ee=e2=-2 01/01/80 


xa one e --Hours Worked-- a 
fed we WOi, |4.Pay Rate \7.Regular =< |10.Holiday | 
[2.Emp. No. 15.Job Worked |8.Overtime ~{11.Vacation | 
|3.Date | |6.Department |9.Doubletime l4a2.Sick | 
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FIGURE 3 


This function allows the user to Opirect pEEeroUeL®: entered time 


cards. When an existing card number is entered, the previously 


entered time card is displayed. The screen displayed is similar to 


ENTER TIME CARDS. New cards can not be entered with this procedure. 
If the card number entered does not exist, the buzzer sounds and 
another number may be entered. : | 


To return to the primary option menu, enter zero for card number, 
press RETURN for card number or press dass Function Re 20. 


After the time card is displayed, the ‘following will appear at the 
bottom = the screen: 
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==> |. N = Reject | A = Change ae | "LINE #' = Change 1 field| 
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FIGURE 4 


ati 


At this point 
oo 


hoe 


enter on of the following: 


If the time card is complete and accurate, enter a Y. 


The time card will be accepted as displayed and may 


later be changed. Another time card number may now 


be entered. 


The time card displayed is erased from the screen and 


will remain on file. Another time card number may now 


be entered. 


The time card just displayed is marked as deleted and 
and is not processed. Subsequent requests for this 
card permits a display only situation; it may never 


again be altered. When displayed, the term DELETED 


will appear as the date. 


The user will be prompted to reenter ell fields 3-12. 


"RETURN" = =» No action 


"LINE #'  - Fields 3-12 may be individually re-entered by 


entering the corresponding line number of the field 
to be changed. 2 | 


Any of the fields 13 - 25 may now be individually 


entered. The user should note that the descriptions 
displayed for fields 13-25 come from the appropriate 
table file. (See the File Maintenance section of this 
manual). — oe 
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SCREEN ENTRIES 


The following is a description of each field that appears on_ the 


screens 


CARD NO. (999999) _ 


The card number is automatically calculated by the computer, it 
cannot be altered. It is the number used to identify the time card. 


EMP. NO. (999999) 


The employee number is a number from 1 to 999999 which oer assoc- 
iated with that employee's master record. | 


DATE (mm/dd/yy) 


The date shown is the System Report Date (always in the upper right 
hand corner of the screen) and indicates the day worked, period end 
date or date of entry. It is not used as the basis of any amount 
calculation. The user can, however, change the time card date by 
entering the field number then the desired date. | ah 


PAY RATE (999.9999) _ 


The pay rate shown is the employee's normal rate as entered in the 


master file record. It is used as the basis of calculating the 


gross pay for each time card entered. It must be a positive number 


greater than or equal to zero. If the employee is hourly, another 
temporary pay rate may be entered. If salaried, the word "SALARIED" 


ie displayed and can not be altered or entered. 


JOB WORKED (999999) 


The job worked is an optional 6 digit positive numeric entry. When 
used, it matches the appropriate job master Record.’ in order «fo 
distribute hours and pay to the "Job Management System". If the job 


number is to be deleted, enter a zero. | 


DEPARTMENT (xxxxxx) 


The department number is a 6 place alphanumeric entry. It must 
match an existing record of the department master file. It is used 
to distribute labor dollars and hours. The department number from 
the current employee record is automatically displayed. The user, 
however, has the option to change the original department number. | 


to oad 
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REGULAR (999.99) 


Regular hours worked is a 6 digit positive numeric entry. It is 


used as the basis for calculating eequiae pay for AQUEDY, employees. 


Zero may be entered. 


OVERTIME (999.99) 


Overtime hours worked isan optional 6 digit positive numeric 


entry. It is the basis for calculating overtime pay using the ares 


| (time and a half) factor for hourly HeMB IO YESS s 


DOUBLETIME Asan guise 


Doubletime | hours worked i Ss an optional 6 digit positive numeric 


entry. It is the basis for be Aasing doubletime pay (twice the 


base rate) for hourly lc el ae 


HOLIDAY (999.99) 


Enter the number of actual holiday hours taken for this pay period. 
It is used to accumulate actual holiday hours taken year to date. 


“te is. printed on the check stub and reset to zero at year end. It 
is not used to calculate pay. ‘This is a a digit positive numeric 


entry. 


VACATION (999.99) 


Enter the number of actual vacation hours taken for this pay 
period. It is used to accumulate actual vacation hours taken year 
to date. It is printed on the check stub and reset to zero at year 
end... It is not’ used to calculate pay... This 18 a6 es positive 
numeric entry. 


SICK (999.99) _ a | See 


Enter bie number of actual sick hours taken for this pay pop tod: It 


is used to accumulate actual sick hours taken year to date. It is 


“printed on the check stub and reset to zero at year end. It is not 


used to culate pay. This is a 6 digit positive numeric entry. 


OTHER PAY (taxable) oe 99) 


Fields 13-16 provide the ability to enter additional taxable pay 


amounts such as overtime, hazardous pay, etc. These amounts are 
added to the initially calculated gross pay and therefore become 
taxed as if they were gross pay amounts. Each entry made will 
appear on the check stub. | : | eae 


275s 


OTHER PAY (non-taxable) (999.99) 


Fields 17 - 20 provide the ability to enter addition non-taxable | 


pay amounts such as mileage, per diem, etc. These amounts are sep- 
erated from the gross pay amount and will not be taxed. Each entry 
made will appear on the check stub. eee reese 


DEDUCTIONS (non-scheduled) (999.99) 


Fields 21 - 25 provide the ability to enter additional deductions 
which are not normally scheduled. The employee's master. record 
contains the scheduled deductions. These amounts reduce the gross 
- pay prior to taxes being calculated. Each entry made will appear on 
the check stub. | . Se pee a agar eee 
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PRINT TIME CARDS 


You may print active Or deyeced: time cards. Several sort options 


are provided in order to suit most management requirements. YOu may 


BER ERS the following sequences: 


a Employee number 

2. Job number. 

3. Department number — 
4. Time Card number 


A subtotal is printed for each change in the _ selected sort 
sequence. The last page of the report contains the Grand totals for 


the report. 


The cards may be printed any number of times but must be printed 


— prior to the desea function. 
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This selection enables the user to prepare the information from the 
Time cards for Payroll Calculation. The user is first asked the 


following three questions: 


| | | ae oie oe | 
| Have all TIME CARD listings been printed? — | 
| Have you BACKED=UP all data: digs? ce... ee = | | 
| Are “you ready ‘to contintie? <1 VVi vise. se fo ie 
) : | vier ee | 


FIGURE 5 _ 


Upon completion of the post, the time card file is erased and the 
card number is reset back to one as preparation for the next pay- 
roll period. This is a critical point in the processing cycle and 
requires that a back-up copy of all payroll data disks be made. 


If the answers to any of these questions is "N" (NO), processing 
will resume at the primary option menu. 


Time cards for each employee are summarized into one accrual 
record. If a previous post has been made, the new information is 
added to the existing record. The user may elect to post time cards 
each day or post only once prior to the "CALCULATE PAYROLL" 
function. If a complete time card listing is required for all cards 
within the pay period, posting should only be selected once just 
prior to the post function. | 
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CALCULATE PAYROLL 


This tection is the first step in processing a payroll. The 


following questions are asked before Bhosste ing ce 


| | | 
Enter Payroll Period START DATE ....mm/dd/yy | 
[- Enter Payroll Period END DATE.......mm/dd/yy ae | 
.. Enter date to be printed on checks..mm/dd/yy | 
| ‘Buter Payroll) BU Cop 6. ees ene ernie wb eee: . | 
| Enter Payroll PERIOD CODE 66 oc.0i. ceicid oe 00:06 ou | 
| Are you ready to continue? PEN) sis eke coe | 


FIGURE 6 


_ SCREEN ENTRIES 


In order to properly calculate the payroll amounts, the following 


must be entered correctly: 


START DATE (mm/dd/yy) 
END DATE (mm/dd/yy) 


Indicates the first date and last day of the payroll period. This 


date is not used for calculating pay amounts; it is used to deter- 


mine whether terminated employees will be paid. Any terminated 


employee having a termination date within this pay period will not 
be paid. A message to this effect will appear on the EDIT REGISTER. 


RUN CODE (9) 


It is this code which determines which employees will be paid. The 


employee master record contains a run code which must match the run 
code just selected. In other words, if run code 4 is selected, only 


those employees whose run code is 4 will be a cana for proces- 


Sing whether or not a time card cnsaree: 


wo i 


PERIOD CODE (9) 


Enter the pay period within the a ocen that is cranes to be calc- 
ulated. Each employee optionally has scheduled deductions assoc- 
iated with the master record. This code determines which scheduled 
deductions are to be taken for this pay period. In other words, if 
an employee has a deduction scheduled for period 2 and period 2 is 
now selected, the deduction will be taken. (See Scheduled Deduction 
section of this manual). 3 | i 


Are you ready to continue? (Y/N) 


If Y is entered, processing continues. If N is entered, processing 


resumes to the primary option menu. Any other . will Tee 


in the sounding of the buzzer. 


PROCESSING 


All employees ,qualified by the run code, are now processed. Time 
card information is used for all Hourly employees and any Salary 
employees that have overtime, sicktime, etc. All scheduled deduct- 
ions are calculated according to the period code. Check information 
is calculated and stored until checks are printed. | 


The CALCULATE PAYROLL REPORT and the SCHEDULED DEDUCTION REPORT are .. 


automatically printed. The CALCULATE PAYROLL REPORT is used _ to 
determine the accuracy of the payroll information. It shows who and 
how much to pay. It can later be used to check against the CHECK 
REGISTER. Once the CHECK REGISTER is validated, the CALCULATE 
PAYROLL REGISTER may be disgarded. | 


The SCHEDULED DEDUCTION REPORT lists the deduction taken for each 
employee. If the employee had no scheduled deductions for that 
period code, the employee will not appear. hae = 


. Controls are set after a successful. completion to insure that the 
next step in processing is PRINT CHECKS. This is done to prevent an 
accidental loss or altering of the pay period POs Sa 


It ‘is possible some employees will not qualify to be paid. These 
are employees whose net pay calculates to "0" or less. These 
employees, along with their net pay figure, will be printed after 
all calculations are complete. During calculation, a message will 
appear on the screen stating which employee's pay is being calc- 
ulated. : eee 


To restart the calculation, the user should copy the backup disks 
to the production disks and start this selection over. You may 


Dis 
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Peuever,. enter and post. more time cards and reselect this function. 
It is safer to select the former option. 


ue 


PRINT CHECKS 


This selection enables the user to “peat the Sores paychecks. 
The following responses are required: | ae 


| : | | | | 
fee | Is this a restart? (Y/N) | z 
i Next available check number? 1--- as | 
| Are check forms in printer? (Y/N) _ | ‘| 
Are forms aligned properly? (Y/N) | 
| | | | 
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If a restart is requested, the procedure is started again from the 
beginning. The check number entered as "the next available check 
number" is used as an alignment check and is voided. If a "yY" 
response is entered for "Are check forms in printer?" the computer 


then asks the next question. If an "N" is entered the alarm will. 


sound and the computer will ask the question again. TE as cty" 
response is entered for "Are forms aligned pe eoiyt the actual 
check ‘processing pesane 


ry oe 
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| SCREEN XXXXX ===e====== PRINT PAYROLL CHECKS s=es====== 01/01/80 


'-4-<= BELECT OPTION ------ Shirk SORT OPTION -~-+-- 


| | 
| | All Department number, | 
| | | Employee number : | 
: Ae a are 
| | 


one ome aw ew Ge &@ © GE = Oo oe aE GE cD ee ae = EE Ee aE Ge a EE OND Ge eee EE a= oe a oom om ome ares Ge ee coe ee eee eee come eee aD come eee Gee Ge we we ame Gee See ee a ae ae ees See eee em am eee Gee Gm a= ase 


| 
« Initializing Sort 1. Are the CHECKS Mounted? (Y/N) .¥ | 
sentry Count..,.+.... 63.2. Are Porms Aligned? (Y/N) ...0..0¥-| 
. Selected Employees... 63 3. Printing Open Item........ 63 | 
- Sort Completed 4, Reprint Checks? (Y/N) sa csces ce eee | 

| | | | 


The check number being printed is displayed during printing. If an 


"N" is entered the first check will printed for alignment purposes. 
This will continue until the checks are properly aligned and a "yY" 


1s entered. All checks used for alignment purposes will be auto- 


matically voided. After all the checks are printed, the following 
totals for the checks printed will be displayed on the screen: 
TOTAL CHECKS PRINTED, TOTAL GROSS PAY, and TOTAL NET PAY. After 
processing, controls are set in order to assure that the next pay 

perier procedure run is Print ee Register. : 


“Zor 


PRINT CHECK REGISTER 


The Check Register report is identical to the Calculation Report, 
except the Check Number is printed below the Employee Number. ‘The 
two reports are used to verify the accuracy of the data before and 

after check printing. After completion of this procedure, controls 

are set to insure that Sadly Payroll is run next. 


Pre rT rere rreeeeerreereeererreeee ePreereeeeeeeeeeee 
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POST PAYROLL 


This procedure updates all year-to-date information and clears... all 
the work files so a new pay period run can be started. Make sure 
that all prior processing was done correctly before this step is 
run, because information will be cleared and lost from the work 


files. The information cleared will only pertain to the employees 


paid in that run, for that pay period. The following questions must 
be answered before | processing begins: 


Has a backup been made for all data disks?(Y/N)...2 | 
Are you ready £6 ConmEInUue? (Y/N) ...0 6 cece wie ees ee ek | 
| , | x | | 


If the answer to either of the questions is "N" then the questions 


will be asked again. If the answer to both questions is "Y" then 
processing begins. The following statement appears on the screen as 
each employee's information is processed and payroll files are 


updated: 


Posting Employee Number... ..=- > 


Upon completion of posting, the following messages appear, along 
with the posted amounts: 


TOTAL GROSS PAY POSTED...227. =". 
TOTAL NEY Pe Goeth. . os oo 
Posting is completed. | 


The computer will now print a report showing the G/L accounts and 
the amounts posted to them for the pay period. At the same time a 
message will appear on the screen indicating the number of accounts 


_ printed. 


Accounts printed........eeee0.2 


When this step is complete, Posting is finished. 


iD mm 


e 


PRINT PAYROLL MASTER LIST 
This selection prints a master listing of any or all employees from 


the master file. The report may be printed according to following 
sort options: Employee Number, Employee Name and Department Number. 
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PERIOD END WORK 


This selection allows the user to print the following reports: — 


1. Tax and UCI Report 
2. 941A Report 

3. Department Report 
4, Print W2 Forms 


and/or perform the following period end functions: 
1. Month end Work 


2. Quarter end Work 
3. Year end Work 


Please be sure that all necessary processing is done before any of 


the period end functions are performed, because information will be 
lost through file clearing. The following is a description of the 
Period End Menu screen: ress , 3 
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This report is printed on a monthly basis. The report lists all 
employees, accompanied by social security number, YTD gross 
earnings, YTD tax deductions, QTD FICA earnings, and QTD UCI 
earnings. The user has several sort ee oe eh on oh order 
in which the report is to be listed. | 


PRINT 941A REPORT 


This report is printed on a quarterly basis. The report) lists all 
employees, accompanied by social security number, - QTD gross 

earnings, QTD FICA earnings, and QTD state earnings. The user has 

several sort options, depending on the Order © in which the report is 
to be listed. : 


PRINT DEPARTMENT REPORT 


eum emse Guxd Gums Gum GE Gum. Geee we Com ane caus Om) Ee CODE eEeD Guen GED mune Eee END Ee END 


This report is printed on a monthly basis. The report lists all 
departments, acommpanied by the department name, run code, G/L 
account number, and MTD, QTD, YTD totals for labor hours, labor 
dollars, and budget hours. | 


PRINT W2 FORMS 


These forms are printed on a yearly basis. This selection prints 


Standard W2 forms for every person employed during that year. 
Before printing the user is first asked the following questions: 


Please enter the EMPLOYER's Federal Pee LD ee 
(must be entered using this format: 12- -345678) 


Are employees covered by a pension plan? (Ni 


‘After this information is entered, the report is ready to be. 


printed. The user has the option of printing the W2's either, one 
across the page, or two across the page. If the user chooses one 
across the page, then one W2 is printed per employee. If the user 
chooses two across the page, then two W2s are printed per employee. 
The computer will display the number of W2's being printed. If an 
employee is encountered, who has no Year-To-Date information, a 


message will appear on the screen stating the employee number has 


Joe: 
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no Year-To-Date information. The user must press RETURN to continue 
processing, and no W2 will be printed for that eu eer 
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MONTH END MAINTENANCE 


This selection prepares the system for a new month. The user is 


reminded to print the appropriate monthly reports. Please be sure 


all processing for the month is complete and accurate, because 
certain information on the payroll files will be cleared. 


QUARTER END MAINTENANCE 


This selection prepares the system for the next quarter. The user 


is asked to enter the next quarter (a 1, 2, 3, or 4). ‘The user. is 


reminded to print the monthly and quarterly reports. Please be sure 
all processing for the month and the quarter is complete and accur- 
ate, because certain information on the payroll files will be 
cleared. : | | 


YEAR END MAINTENANCE 


This: selection prepares the system for the next year. The user is 
reminded to print the monthly, quarterly, and yearly reports. 
Please be sure all processing for that year is complete and accur- 
ate, because certain information on the payroll files will be 
cleared. | : | 


EXIT TO ANOTHER MODULE 


This selection allows the user to load and branch to another source 
disk. ee ss 7 | 
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** PAYROLL MASTER MENU 2 ** 
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General Ledger Table 


Enter Menu Selection == os 


seotagae X =ssessSSsS=== SYSTEM EP TR TENANCE MENU =e SSS= 01/01/80, 
! FILE MAINTENANCE | | UTILITIES | 
|1. Employee Master 8. File Btilities | 
|2. Year-to-date © * 9. Change the System (Report) Date | 
|3. Department | 10. Prepare a New Disk | | 
|4. Federal Tax Table 11. Print a Disk Catalog | 
15. State Tax Table 12. Create a BACK-UP Disk | | 
|6. Local Tax Table 13. EXIT to another Module | 
17. Description Table : | 
18. | cue 
| | 
| | 
| | 
| | 
| | 

| 


The Pile Maintenance screens all have selection ine eebetions at the 


bottom of the screen. aorees 16 illustrates these instructions. 


| SELECTION: _ lY = Accept|D =Delete | "RETURN' =Screen Advance 2) 
= Reject|A =Change all|'LINE #' =Change one field| 


| eww quem quay come pint come come que sums Gunn oes weet ean wos cm erie Gimp GOES Gums G~D. coinh tosis Gime END CoN GRID GND Ghee GND GD GED GND Gen Ome Hee GED EOD EEE Gos GS Cee GEE See ee OD Em SU Gen Soe ee Ge GY GE Coe Gaw SES OES SY ee 


These instructions generally perform the same function in all of 
the Maintenance procedures. Any difference from the following 


description is noted in the chapter containing the documentation 


for that procedure. 


“3 ]- 


In general, use these instructions as follows: 


SELECTION 


RETURN 


LINE # 


PURPOSE 


Save all entries on the screen in the file 
file and restart the screen. He : 


Reject all entries Sie venti made on. the 


screen and restart the screen. 


Delete the information currently displayed 


displayed on ‘the screen from the file. 


Allows the user to change all the ineeena= 
tion items for current screen(s). 


Pressing the RETURN key saves the entries 
currently on the screen in the file and 
returns to the System Maintenance Menu. 


If you. wish to add, change, or delete a 


single item, enter the number on the screen 


-assoctioated with that item and then enter 


the correct value. For example, to change 


the Vendor's Zip Code ( see MAINTAINING 


THE VENDOR MASTER | FILE or figure l7 ), 
enter 5 ( for the item, Zip Code) for the 


Selection and then enter the correct Zip 


Code. 
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PAYROLL MASTER MAINTENANCE 


This procedure allows the user to add employees to or make changes 


to the Employee Master File. Caution must be taken when adding new 


employees to the file. Be sure that the Department, the State Tax 
Code, and the Local Tax Code to be entered, for the new employee, 


already exist on the Department Master, the State Tax Tables, and 
the Local Tax Tables, respectively. These entries will be verified, 


in this procedure, upon entry. The fields, in the Employee Master 
File, and a description of each, are listed below, as they appear 
on the maintenance screen. When the user enters a new employee, and 
saves information for that employee; two more steps are automatic-— 
ally done by the computer. First, Year-To-Date information will be 
created for that employee in the Y-T-D Totals file. All the Year- 
To-Date entries will be set at "0". Second, the Scheduled Deduction 
fields on the Employee Master record are set to "0". 


EMPLOYEE NUMBER 


Every employee has an - Employee Number. The Employee Number serves 
as the key for identifying employees. This is -a (numeric entry 
ranging from 1 to 999999. There can be no blanks ‘in the number. 
When the uSer enters an Employee Number the computer searches. the 


files for that employee's information. If the computer does not 
find that employee, it will accept the number and treat it as a new | 


employee. The user will then be able to key all the information 
required. If the computer finds the employee, it displays all the 
necessary information, on the screen. It then allows the user _ to 
change any part or all of the information listed on the screen. If 
the user enters an Employee Number that is "0" or hits the RETURN 
key, without entering a number first, the computer. takes” the user 
back to the Payroll Pile Maintenance Menu. | 


NAME 


This is the employee's name. As many as 30 characters may be 


entered. The name cannot be completely blank. There is no format 


for name, such as, last name first, etc. 


STREET 


This entry is the street address for the employee. As many as 30 


characters may be entered. An entry must be made. The entry cannot 
be completely blank. cies coh = | | 
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CITY. 

This entry is the city address for the employee. As many as 20 
characters may be entered. An entry must be made. The entry cannot 
be completely blank. . | eck fies Si ee a 
ZIPCODE 


This entry is the zipcode address for the employee. The zipcode is 
a numeric entry. The length is dependent upon the number entered 


into the Status file, which is the current zipcode length. Blanks 


cannot be entered, and an all zero zipcode is not valid. — 


SS # 


This is the social security number for the employee. The social 
security number is entered as a 9 digit number. The number is then 


converted, with hyphens, into the proper format. Entering blanks or. 


hyphens is not necessary and will not be accepted as valid entries. 
An all zero number is not valid. | Se oe 


WORKMEN'S COMP CODE 


This is the Workmen's Compensation Code pertaining to the employee. 


This is a 2 digit numeric entry ranging from l to 99. i tLS<. NOt. a 


valid entry. Blanks are not valid. 


# FED DEPENDENTS 


This is the number of federal dependents being claimed by the | 
employee. This is a 2 digit numeric entry ranging from 0 to 15. Any 


entry higher than 15 is invalid. Blanks are not valid. 


# STATE DEPENDENTS 


This is the number of state dependents being claimed by the 
employee. This is a 2 digit numeric entry ranging from 0 to 15. Any 
entry higher than 15 is invalid. Blanks are not valid. 


MARITAL STATUS 
This.is. the marital status being claimed by the employee. There are 
3 possible entries for this field: "M" for married, "S" for single, 


and "H" for head of household. Any other entry is not valid. = 42 
lower case is entered, the computer changes the entry to upper case 
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STATE TAX CODE 


The State Tax Code is the code given to the state in which the 
employee resides. This is a 2 position entry. A proper code must be 
used. If the code cannot be located on the State Tax Tables, the 
computer will not accept the code as a valid entry. The user must 
then reenter the code. If lower case is used, the computer will 


change the entry to upper case. 


LOCAL CODE 


The Local Code is the code given to the county, borough, township, 


etc. in which the employee resides. This is a 2 position entry. 


This entry may be blank. If an entry is made, the computer will 
verify the existence of this code on the Local Tax Tables. If the 


code is not found, the user will have to reenter the code. If lower 
case is used, the computer will change the entry to upper case. 


QUARTER 


This is a 1 position numeric entry. “Only ake 28 peo OL ete valid 
entries. Blanks are not valid. } | | | | | 


DEPARTMENT 


This entry is the name or number of the department to which the 
employee is assigned. It is a 6 position entry. The entry can be a 
number or a name or a combination of both. The computer will verify 
the entry against the -Department Master. If the entry is not a 
valid department, the user must enter the department again. 


EXTRA FED W/H 


This is an amount of federal income tax witheld in addition to the 


standard amount witheld. This is a numeric entry, in the form of an 


amount, ranging from 0 to 999.99. By pressing the RETURN key the > 
entry will default to 0. | | : 


EXTRA STATE W/H 


This is an amount of state income tax witheld in addition to the 


standard amount witheld. This is a numeric entry, in the form of an 
amount, ranging from 0 to 999.99. By pressing the RETURN key the 


entry will default to 0. — | 


352 


HOURLY RATE 


The Hourly rate is the hourly wage for «an employee. | Not all 
employees will have an Hourly rate. This entry must be 0 for 


~ galaried employees. No employee can have both an Hourly rate and a 


Salary Per Pay Period amount. This is a numeric entry, in the form 


of an amount, ranging from 0 to 999.9999. If an entry is. made in 


Jethis- €4eld, then a "i. is automatically placed in the Salary Per 
Pay Period field, and the next field to be entered. is the Pay 
Periods Per Year field. The procedure, just mentioned, only happens 
when the user is entering a new employee, or when all fields are 
being changed. 3 : | 


SALARY PER PERIOD 


Salary Per Pay Period is the amount of wages for a salaried 
employee paid per pay period. Not all employees have a Salary Per 


Pay Period. This entry must be 0 for hourly employees. No employee 


can have both an Hourly rate and a Salary Per Pay Period amount. 
This is a numeric entry, in the form of an amount, ranging from 0 
to 99999.99. ** NOTE ** - If the user wishes to change an employee 
from Hourly to Salary or from Salary to Hourly, the user must enter 
an "A" as the selection. This is the only selection that will allow 


the change. 


NO. PAY PERIODS/YR 


This is the number of pay periods per year for the employee. » TALS 
is a 2 digit numeric entry. The only valid entries are 12, 24, 26, 
and 52. ; , it us 


- PAYROLL RUN CODE 

The Payroll pun Code specifies which employees get paid ona 
particular payday. This is al digit numeric code ranging from 1 to 
6. Only the numbers 1 to 6 are valid entries. Sov aGs@ was = 

START DATE | 

The Start date is the first day of employment with the company. 


This is a 6 digit numeric entry in the format MMDDYY. The entry 1s 
automatically converted to MM/DD/YY. Blanks and hyphens are invalid 


entries. A zero date (00/00/00) is also invalid. Example: January 


1, 1980: User “entry - 010180: Converted entry 01/01/80 


le eal 
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“TERMINATION DATE 


The Termination date is the last day of employment with the com- 
pany. This is a 6 digit numeric entry in the format MMDDYY. The 
entry is automatically converted to MM/DD/YY. Blanks and hyphens 
are invalid entries. A zero date (00/00/00) indicates the employee 
is currently employed. See the example of date entry in the Start 
Date description. | | s 


OVERRIDE PAY 


Override pay is a one-time special pay, such as a bonus or incent- 


ive pay. Once the payroll is calculated this field is set back to 


Zero. This is a numeric entry, in the form of an amount, ranging 
from 0 to 999999.99. = 3 ; 


FICA W/H LIMIT 


The FICA Witholding Limit is the maximum amount of earnings from 
which FICA can be deducted. This is a set figure and will only | 
change if the employee had FICA deducted from wages earned with 
another company during that year. This is-a numeric entry, in the 
form of an amount, ranging from 0 to 999999.99. 


aay. 


YTD TOTALS MAINTENANCE 


This procedure allows the user to make changes. to an ‘employee's 


Year-To-Date Totals. When a new employee is added to the Employee 
Master File a new record is also created and added to the Year-To- 
Date Totals File. A new employee cannot be created through this 
procedure. A record cannot be created for an employee that does not 
exist on the Employee Master File. The field names and a descript- 
ion of each, for the Year-To-Date Totals File, is listed below, as 
it appears on the maintenance screen. Because of the number of 
fields, for this file, there are 2 screens. By hitting RETURN, the 
user can change from one screen to the other. The user can only 
change a field that is pice displayed on the screen. | 


EMPLOYEE NUMBER 


The Employee Number is a 6 digit numeric entry ranging from 1 to 
999999. Blanks are invalid entries. This is the key field, and is 
used to find the information, for that employee, on the  Year-To- 
Date Totals File. If the information cannot be located, the 
Employee Number is treated as a new employee, and the user can 
enter information for that employee. If a "0" is entered, or the 
RETURN key is hit before entering a number, the computer will leave 
this procedure’ and take the user back to the Payroll File 
Maintenance Menu. 3 ) | eS 


YTD REGULAR HOURS 

This is the current total number of regular hours worked, by the 
employee, for the year. The entry is numeric, in the form of an 
amount, ranging from 0 to 9999999.99. Blanks are invalid entries. 
YTD OVERTIME HOURS 

This is the current total number of standard overtime hours worked, 
by the employee, for the year. The entry is numeric, in the form of 
an amount, ranging from 0 to 9999999.99.. 

YTD DOUBLETIME HOURS 

This is the current total ae of doubletime hours worked, by the 


employee, for the year. The entry is numeric, in the form of an 
amount, ranging from 0 to 9999999.99. | 
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YTD SICKTIME HOURS — 


This is the current total number of sicktime hours used, by the 
employee, for the year. The entry is numeric, in the form of an 


amount, ranging from 0 to 9999999.99. 


‘TOTAL VAC HOURS EARNED 


This is the current total number of vacation hours earned, by the 
employee, for the year, plus any vacation hours carried over from 
the prior year. The entry is numeric, in the form of an amount, 
ranging from 0 to 9999999.99. | os 


YTD VAC HOURS EARNED 


This is the current total number of vacation hours earned, by the 


employee, for the year. The entry is numeric, in the form: of an 


amount, ranging from 0 to 9999999.99. 


YTD VAC HOURS TAKEN 
This is the current total number of vacation hours used, by the 


employee, for the year. The entry is numeric, in the form of an 
amount, ranging from 0 to 9999999.99. | . | : 


YTD HOLIDAY HOURS 


This is the current total number of holiday hours that have occured 
for the year. The entry is numeric, in the form of an amount, 


ranging from 0 to 9999999.99. 


YTD REGULAR EARNINGS 


This is the current total amount of regular wages earned, by the 
employee, for the year. The entry is numeric, in the form of an 


amount, ranging from 0 to 9999999.99. 


YTD OVERTIME EARNINGS 


This is the current total amount of standard overtime wages earned, 
by the employee, for the year. The entry is numeric, in the form of 
an amount, ranging from 0 to 9999999.99. | ae | 


YTD DOUBLETIME EARNINGS 

This is the current total amount of doubletime wages earned, by the 

employee, for the year. The entry is numeric; in the. form of an 

amount, ranging from 0 to 9999999.99. ee : } 
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YTD SICKTIME EARNINGS 
This is’ the current total amount of sicktime wages paid to the 


employee, for the year. The entry is numeric, in the form of an 
amount, ranging from 0 to 9999999.99. | | | | , 


YTD HOLIDAY EARNINGS 


This is the current total amount of holiday wages paid to the 


employee, for the year. The entry is numeric, in the form of an 
amount, ranging from 0 to 9999999.99. 


YTD TAX OTHER PAY 

This is the current total amount of all other taxable wages earned, 
by the employee, for the year. The entry is numeric, in the form of 
an amount, ranging from 0 to 9999999.99. | 

YTD NON-"TAX OTHER PAY 


This is the current total amount of all other non- -taxable wages 
earned, by the employee, for the year. The entry is numeric, in the 
form of an amount, ranging from 0 to Set ede 09. 


YTD TOTAL EARNINGS 
This is the current total amount of all wages paid to the employee, 


for the year. The entry is numeric, in the form of an amount, 
ranging from 0 to 9999999.99. | 


YTD FED W/H 


This is the current total amount of federal income tax deducted 
from the employee's wages, for the year. The entry is numeric, in 
the form of an amount es from 0 to 9999999.99. 


— FICA W/H 


This is the current total amount of FICA deducted from the 


employee's wages, ‘for the year. The entry is numeric, in the form 
of an amount, ranging from 0 to 9999999. G9. 7 | 


YTD STATE W/E 


This is the current total amount of state income tax deducted from 
the employee' s wages, for the year. The entry is numeric, in the 


form of an amount, ranging from 0 to 9999999.99. 


ae 


YTD LOCAL W/H 

This is the current total amount of local taxes deducted from the 
employee's wages, for the year. The entry is numeric, in the form 
of an amount + ranging from 0 to 9999999.99., ee Be 
YTD SCHED DED (1 - 6) 
The next 6 entries are for the 6 Scheduled Deduction categories. 
Each entry is the current total amount of that deduction, deducted 
From the employee's wages, for the year. The entries are numeric, 
in the forms of amounts, ranging from 0 to 9999999, 99. 
MTD EARNINGS» 
This is the current total amount of all wages paid to the employee, 
for the month. The entry is numeric, in the form of an amount, 
ranging from 0 to veeae ers 99. 7 
QTD EARNINGS 


This is the current total amount of all wages paid to the employee, 


for the quarter. The entry is numeric, in the form of an amount, 


ranging from 0 to 9999999.99. 


YTD OTHER DED (2 = 3) 


The next 5 entries are for the 5 Other Deduction categories. Each 
entry is the current total amount of that deduction, deducted from 
the employee's wages, for the year. The entries are numeric, in the 
forms of amounts, ranging from 0 to 9999999.99. 7 


Fe 
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This procedure allows the user to change the Scheduled Deduction 
entries for an employee. This procedure accesses the Employee 
Master File, where the Scheduled Deduction fields reside. The user 
cannot create new employees through this procedure. A record cannot 


be created that is not in the Employee Master File. 


EMPLOYEE NUMBER 


The Employee Number is a 6 digit numeric entry ranging. from... to 
999999. Blanks are invalid entries. The computer will access the 
Employee Master File for the Employee Number entered, and display 
the 6 Scheduled Deductions and their corresponding Period Codes. If 
the user enters a "0" or hits RETURN before entering a number, the 
computer will leave this procedure and return to the Payroll File 
Maintenance Menu. - | 7 eae 


SCHEDULED DEDUCTION 


A Scheduled Deduction is a set amount of money deducted on a 
regular basis or according to a schedule. There are 6 Scheduled 


- Deduction entries. The entry is numeric, in the form of an amount, 


ranging from 0 to 999.99. By hitting the RETURN key a default value 
of "0" is entered. Blanks are invalid entries. © : 


PERIOD CODE 


This is a 1 digit numeric entry ranging from 0 to 6. Ifa "o" code 


is specified during Payroll Calculation, all Scheduled Deductions 
are used for calculating the pay. Otherwise, only the Scheduled 
Deductions with the Period Code specified in Payroll Calculation 
will used for calculating pay. Blanks are invalid entries. 
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This procedure allows the user to add new. departments, and make 


changes, to the Department Master File. There must be departments 
present, in the file, before the user can put new employees in the 
Employee Master File. | 


DEPARTMENT NUMBER 


The Department Number is the key field used to find information on 
the Department Master File. When the user keys the Department 
Number in, the computer searches the file for that department's 
information. If the computer does not locate the record containing 
that department's information, the computer treats the number as a 
new department and allows the user to enter information for that 
department. The Department Number is a 6 position field that can be 
numbers, letters, or a combination of both. If the user enters only 
blanks or hits RETURN before making an entry, the computer leaves 
this procedure and goes to the Payroll File Maintenance Menu. 


PAYROLL RUN CODE 


The Payroll Run Code is a code assigned to the department for pay 
purposes. This code is used during Calculate Payroll to select the 
proper employees for payment. This is a numeric entry ranging from 
1 to 4 If a "0" is selected during Calculate. Payroll, all 
employees are selected for payment. 


G/L ACCOUNT # 
This is a7 digit number identifying the proper General Ledger 
Account Number associated with the department. A blank entry is 


LABOR HOURS ( MTD ) 


This entry is for the current total number of hours worked, by the 


employees in the department, for the month. This is a numeric 


entry, in the form of an amount, ranging from 0 to 9999999.99. 


LABOR DOLLARS ( MTD ) 
This entry is for the current total amount of wages earned, by the 


employees in the department, for the month. This is a numeric 
entry, in the form of an amount, ranging from 0 to 9999999,.99., 
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BUDGET DOLLARS ( MTD ) 


This entry is for the budgeted amount — of wages paid, in the 


department, for the month. This is a numeric entry, in the form of) 


an amount, ranging from 0 to hil dd ad 99. 


_ LABOR HOURS, LABOR DOLLARS, BUDGETED DOLLARS. ‘(QTD ) 


The following three entries are Pident veal to the MTD descriptions, 


except the entries” are for current totals for the quarter. 


LABOR HOURS, LABOR DOLLARS, ea DOLLARS ( YTD ) 


The following three entries are identical to the MTD descriptions, 
except the entries are for current totals for the heeds : 
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TAX TABLES | 


The Tax Table Maintenance involves working with three separate 
Screens; one screen for each type of tax. The three types are 
Federal Tax Maintenance, State Tax Maintenance, and Local Tax 
‘Maintenance. The three screens and their field descriptions are 
listed below: | Be. 7 | 
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FEDERAL cee TABLE MAINTENANCE. 


This procedure allows the user to make changes. to the Federal Tax 


Tables. At this time there are three tables that may be. accessed. 
They are as follows: the Married table, the Single table, and the 
Head of Household table. New tables may be added, but they will 
serve no purpose until the Calculate Haye ok: shiiatiiae is REBESE 
to use the additional tables. : = oe Bey ! 


SELECT TAX TABLE 


This entry is the key field used by ‘the. Sora eis to eae ‘the proper 


table. The only valid entries, at this time, are M for.-the Married 


table, S for the Single table, and H for the Head of Household 
table. By entering a blank, or hitting RETURN before making an 


entry, the user will instruct the computer to leave this procedure 


and return to the Payroll File Maintenance Menu. 


FICA PERCENT 


This entry should be the current FICA percentage determined by the 


Federal Government. This is a numeric entry ranging from 0 to 


99999.99. Here is an example: the user enters "6.02". The computer 
now displays this entry as "6. 02", and it should be interpreted as 


S1xX point zero two percent. 


FICA MAXIMUM 


This entry should be the current FICA maximum amount determined by 
the Federal Government. This is a numeric entry ranging from 0 to 
99999.99. If an employee's YTD wages exceed the FICA Maximum, the 
employee will no longer have a FICA amount deducted from his or her 
wages. This calculation is done during Calculate Payroll. 


' EXEMPTION ALLOWANCE. 


This entry is the current amount per exemption (or dependent) 
determined by the Federal Government. This iS a numeric’ entry 
ranging from 0 to 9999.99. 3 3 3 


Po. ae 


BASE - TAX - PERCENT 


These entries form the actual table. There are 21 entries in all; 7 
Base amounts, 7 Tax amounts, and 7 Percents. The Tax amounts and 
the Percents correspond to the Base amounts, respectively. The Base 
serves as a guideline for figuring the tax for an employee. If an 
employee's Gross YTD Earnings is equal to one of the Bases then the 
employee's tax will be the Tax directly across from the Base. If 
the employee's Gross YTD Earnings fall between two Bases, take the 


Tax, for the lower Base. Now take the difference between the em- 


ployee's earnings and the Base, and multiply that amount by the 
Percent that coarresponds to the Base and Tax. Add the multiplied 
amount to the Tax and that is the amount of tax to be deducted for 
that employee. This is a general scheme of how the Federal Tax 
Tables work. These entries are all numeric entries. the Base and 
Tax range from 0 to 99999.99. The Percent ranges from 0 to 
999.9999. ae | 7 | 
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STATE TAX TABLE MAINTENANCE 


This procedure allows the user to add new states, and'make changes 


to the State Tax Tables File. The proper states must be present in 
this file before the user can add new employees to the Employee 
Master File. The fields, and their descriptions, are listed below 
as they appear on the maintenance screen. ee 


STATE CODE. 


The State Code entry is the key field, used by the computer, to 
find information on the file for that State Code. If information is 
found, for the code, the computer displays the information on the 


screen. If no table (information) is found, the computer treats the 
code as a new State Code, and allows the user to enter information 


for that table. If the user enters blanks, as a code, or hits 
RETURN before making an entry, the computer leaves the procedure 
and returns to the Payroll File Maintenance Menu. ~ : 

NAME 


This entry is the Name of the state for which the code applies. 


This is. a 20 position entry and should be the actual name of the 


state. 


TAX ID NUMBER 


This entry is the assigned Tax Identification Number ‘For that 
state. The number must be in the format 99-999999. There should be 
a different number for each state. . : 3 


G/L ACCOUNT NO. 


This is a 7 position entry. The proper G/L Account Number should be 
entered for this state. 


UCI LIMIT 
The Unemployment Compensation Insurance Limit should be the proper 


amount set by that state. This is a numeric entry ranging from 0 to 
9999.99. : | | | 


agit 


ace TYPE 


The Tax Type is a 2 digit ees ranging from 1 to 99. At this time — 


the Tax Type is not functional and has no bearing in payroll 
calculations. | 


TAX PERCENT 


The Tax Percent is the percent used to calculate the amount of 
State tax to be deducted for an employee. At this time this is a 
Standard percentage and no graduated percentages are utilized. This 
is a numeric entry ranging from 0 to 999.9999. 


RECIPROCAL STATES ( PS e4 


The next 6 entries are for Reciprocal States that may be used in 
tax calculations. There can be no entries for these fields. They 
are 2 position entries. At this time the Reciprocal States are not 
used in tax calculations. _ | 
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Maintaining the Status (Control) file allows the user to add, 
change, and delete information from the Status file. . The inforn- 
ation in the Status file is used to control the Payroll processing. 
| _ CAUTION; : 
The Status file must not de deleted, cleared or . 
resized at any time. In the event that the Status 
file is damaged or destroyed, a new Status” file 
must be created. This new Status file must have all 


its parameters and specifications for all items to 
be identical with the previous Status file. 


The Status file functions as both a Control file for the Payroll 


Module and as a referance file to track record counts, next Check 
numbers, etc. These counts are all dynamically and automatically 
updated on an on-going basis during normal Payroll processing. 


INETIATING STATUS FILE -MAINPENANCE 


To initiate Status file maintenance, enter 3 (for the selection, 


Status (Control)) in response to the "Enter Menu Selection" prompt 
on the System Maintenance Menu. The computer responds by displaying 
the STATUS FILE MAINTENANCE MENU. Enter the number associated with 
the Screen containing the information to be added, Changed, or 


deleted. Each of the screens is explained in detail below. 


SCREEN 1 = ay 
[pee semana ys ee erg pepe eee 
Screen 2.3.] === STATUS FILE MAINTENA CE-SCREEN ] =s=== 12/20/79 
1. Report Date = ~—«12/20/79 | 
2. Owner's Name Acme Tile Inc 
3. Owner's Addr Linel Suite 601 

4. 

5. Owner's Addr line3 Pa 

6. Owner's Addr line4 15200 


| 

l 

| 

: 

Owner's Addr Line2 Pittsburgh | 

Pan h : 

| 

| 

| 
2 

| 


SELECTION |Y¥ =Accept|D =Delete | "RETURN' =Screen Advance 
[IN =Reject|A =Change all|'LINE #! =Change one field 


| ee ee a ae tm ee ar ea sk sen ey cn os sd ds eek te ck vm lw ee ek ees | 


FIGURE 12. 


Screen 1 allows entry of the report date and owner's information. 


_ The report date is automatically entered in the Status file when 
the Payroll Module is entered via the date screen. 


& 
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SCREEN 2 

eke eee ee ee 

[Screen 2.3.2 === STATUS PILE MA INTENANCE- SCREEN ] ===== 12/20/79) 
| 

|-- HARDWARE OPTIONS -- ~- NEXT SEQUENCE NUMBERS --. | 
[1. Printer Baud Rate 9600 5. Next Transaction Number 201 | 
{2. Printer Nulls 6. Next Report Seq Number 79 | 
ae | oe | | 1 
| | 
|-- ACTIVE INTERFACES -- | | 
13, General Ledger Module 1 Se se Bed | | 
|4. Job Management Module Ls 45 Go Bee | 
| , | | a8 | 
| | 
| | 
| | 
! : 
|SELECTION |Y =Accept|D =Delete | |'RETURN' =Screen Advance | 
| 


| N ee =Change all|'LINE Lo ee one field 


FIGURE 13 


2 qe axe Gg aE em eae GD wD 


CaEsee 


Screen 2 contains hardware options and module interfaces. 
Note Status File defaults; | 


- 1200 baud is the default printer baud Se. whee the system 
is first initialized. : es : 


Zero is the default for the printer nulls 
- All interfaces are set to not interfaced by default 


- The sequence numbers are set to one. 


Prompts are displayed when each of the fields is edited to assist 


-52- 


Oe oeeoenee 2% © © &©& & & & & © ®& Pe ge a a TR RR are RS aro ca A UREN HG OR Sn eI UCR rE a EU 


©6668 HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHES 


SCREEN 3 


7 Screen 2. 3. ca wesc STATUS | FILE MAINTENANCE- SCREEN ‘]) SHES 427 20/779) 


Pile Name — of Entries Allowed “Current Entries | Hash Value 


=> ame wm Ga ee GE Ow GE GE @w Gm? aw HE Gm an Gen awe aw GD aw ep Go Ges Gm Gee Gu =e Con Ges ew oe 


| 

) | 
Employee master © | 
Year-to-date | 
Department A | 
Federal Tax Table | 
State Tax Table cece sok Rte ens 2 | 
Local Tax Table | | | 
Description Table | Se RG he ig Fs | 
Status (Control) | 
Summary | 
0.General Magee Table | 
| 

| 

| 


@ e@ e e @ e e @ e 


De 
2 
3 
4. 
5 
6. 
7 
8 
9 
1 


ELECTION |[Y AGoapele =Delete | | "RETURN! =Screen Advance 
IN =Reject|A =Change all|'LINE #! =“Qisnes one field 


Screen 3 specifies file definitions for all the Payroll files. 


These numbers are for the users information only. They should not 
be changed. For example, changing Ee Maximum lowed number does 


not make the file larger. Ry Ae 


ea a 


SAMPLE PAYROLL CAPACITY WORKSHEET FOR THE DATA DISK _ 
(Provides the number of disk sectors required) 2 


Integer [ N Xx 226 7 256 + 1 J ee 


Where N is the number of employees. 


Integer [ Nx 260 / 256 + 1] = cecccccccerceeeeeeees 
| Where N is the number of employees. 
DEPARTMENT-PIL 
‘Integer 4:00& 008 9086 + 10 ge ee ee | 
Where N is the number of depar Cieh 
PIME-CARD-PELE 
Integer fe 58/7 256 dak | Ho seeeeeeeeeneeeeeeeee oe 


| Where N is the number | of time cards for the largest. 
pay period. 


ACCRUAL: PELE 


Integer [ N x 163 / 256 + i ] Se pt ee: 


Where N is the number of employees to be paid 
for the largest pay period within the month. 


Integer [ 40 x 155 /- 256 + 1 ] Ba inset e canes 25 


Integer [ 30 x 87 / 256 + 2 J = ae Boia Ss 


Integer [ 30 x 42 / 256 + 1 = Bee poe ea a ee) 


Integer [ 1 x 209 / 256 +1 j = ie ee 6 Wee ee eee 6 eke 8S 
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PAYROLL SUMMARY PILE 


ELLs. SIZING 


SAMPLE. PAYROLL CAPACITY. WORKSHEET FOR THE DATA DISK 
(continued) 


D-ENPLOYEE PILE 


Integer [oN a4. of 256 ie se eee eae 


Where N is. the maximum number of employees paid . 
for the bani: et pay > agape | 


pteger € 20:6 pee ee) | = ke 


| Integer [ 50 x 36 / 256 re 1 ] = (Ge. Ge oae. caw. wiac: a eae 


ENERAL LEDGER -PABLE 


Integer [ 30 » 4 34 / 256 + 1 | Z sie Oe eC C Re 


 INDEX-(SORT) _ 


Integer [ N x 6 / 256 + 1) -3 BG EAS 5 oe det cr» 


- SCRATCH - (SORT) 


: Integer [ N x 25 7 256 + a ] = Cera rT i ee 
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b- 
ACCOUNTS. PAYABLES FILE DEFINITIONS é 
| & 
Lo ACTUAL — VAR SrARCHalG SOO Ral G3 oe ‘ 
[# NAME | BYTES/REC NAMES KEY KEYLEN FILE NAME | G 
| ------+-~------------------- ~~ -- - - = ~~ = 5 - = | ae 
|l. Employee Master |226| | Employee # | 7 | PRMASTFILE | — : 
| pe nn nn ee en = | ¢ 
|2. Year-to-date |260| | Employee ie | 373). PRYTDFILE =| € 
| ism ions iS cas el i sl Silane ati pi Ui a i a cas Sait nob Glaus Sar ii cs Tac sso ce a | Ge 
|3. Department 1119] | Department | | 7 | PRDEPTRILE | € 
7 A om cme cme ny SUD Some Cone ae SND SE GE Ge em See GED SD Ge One ED en OED GE ee Ee ED Gee Go ee Sam Sem GED Soe Gow GED Ge GED See SD See OE ONE EYE EL EES Omy SD GND Gme eS Sie Ge coe een eee com ee Ge mam ns come come tape “| =~ 
|4. Time Card File [158| | Time Card # | 7 | PRTICKFILE ; 
| penn nnn ne a a ae a er en mine | : 
15. Accrual File 1163] N/A aie PRACRLFILE | e 
| nn n= SS ee ee | i 
|6. Federal Tax Bical noe | Tax Code 3°] PRFEDFILE | € 
| pen nn nnn Fe 
|7. State ee Table (| 87 | | State Code Pa | PRSTATEF ILE | : 
| pa nr a rt en rr ee | ; 
[8. Local Tax Table | 42] | Local Code | 3 | PRLOCALFILE | é 
| et iy at cr eg iS Sg ei ee a cot a ti ne ee a a a a | 
|9. Description Table[209|_ { N/A | |N/A| PRDESCFILE | é 
le a weee nnn eee ~----------------- | 
|10.Paid Employees | 14] | employed: # | 7 | PRPAIDEMP§ | F 
| a ee ee ee | | 
|11.Summary File P36 | N/A |IN/A| PRSUMMFILE | é 
(| ee ee ee ee nn ee oe ee ee ee a 
|12.General Ledger | 34] | N/A IN/A| PRGLFILE | S 
reneiiiinicis «ris. omens amen «= =SOCt*CSC*~C~S~CStt*SCS lea i  £ 
}13. Scratch (max) | 25] | N/A [N/A | SCRATCH = ‘ 
a a ee i et et a kt a ee rn cr Sa mi Se | 
|14.Index .. 6 | N/A -[N/A| INDEX) | € 
a cat ee i oc an irae a wala Us ac Se ee, rl ee ae i ee | ‘ 
[11.Status: (Control) |103] | N/A [N/A] PRSTATUS é 
Se0 GD cnet came coer OY Kot) Se GERD SomY eae Gem Oo mS GK GD GND GS GY Ge pe UN GD AS GER GN OBL OS Gime GN COND MOND Ge A OEY MENS CO MD Ge GS Gy MUD GD aD GUS Gee Ge ene SES coe ome ee ee, ee eee ee en ee ee oe) a ao & 
FIGURE 16 € 
oo € 
€ 
& 
e 
é 
t 
6 
€ 
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PRMASTFILE PAYROLL MASTER FILE 
VAR TOT DEF FIL JUST TYPE DESCRIPTION FORMAT _ 
NAM LEN LEN | | 
MA 8 66tCtéi‘“CG‘ N RSAM | | 
MBS 7 6 Z R NSK EMPLOYEEE NUMBER 999999 
MCS 81 30 BE 5 EMPLOYEE NAME | | 50% 
30 B L S | EMPLOYEE STREET ADDR 30x 
| 20 B- -b  S- . EMPLOYERCCITY 20X. 
MD 6 11 Z R N EMPLOYEE ZIPCODE 99999999999 
Mes 12:11 B Es EMPLOYEE SS# 11X 
wes 3 2 Z R NS WORKMEN'S COMP CODE 99 
MFS ll fee R NS # FED DEPENDENTS 99 
2 Z R NS # STATE DEPENDENTS | 99 
1 S MARRIED/SINGLE/HEADHOUSE x 
2 B L S STATE CODE 4. 
2 B — s LOCAL CODE — XxX 
a NS QUARTER CODE _ ) 
MGS 7 6 Z R NS DEPARTMENT NUMBER 999999 
MH 6 6 Z R N EXTRA FED W/H 999.99 
MI 6 6 ae Se EXTRA STATE W/H 999.99 
MJ 6 8 Z R WN HOURLY RATE 999.9999 
MK 6 8 go ae SALARY PER PERIOD 99999 .99 
MLS 14 2 Z R NS NO. OF PAY PERIODS/YEAR 99 
1 NS PAYROLL RUN CODE 9 
5 NS START DATE YYDDD 
5 NS TERMINATION DATE YYDDD 
MM 6 9 RE Se OVERRIDE PAY | 999999 .99 
Fc. 6 8 2. eee FICA W/H LIMIT . 99999.99 
MNS 43 6 Z R NS SCHEDULED DEDUCTION 1 999.99 
ae 1 NS PERIOD CODE © 9 
6 Z R NS SCHEDULED DED. 2 999.99 
a: =. NS PERIOD CODE 9 
6 Z R NS SCHEDULED DED. 3 999.99. 
1 NS PERIOD CODE © 9 
es R NS SCHEDULED DED. 4 999.99 
1 NS PERIOD CODE Sees 
6 Z R NS SCHEDULED DED. 5 999.99 
i | NS PERIOD CODE 9 : 
6.52% R NS SCHEDULED DED. 6 999.99 
i NS PERIOD CODE 9 
226 TOTAL RECORD LENGTH 
SOURCE = 


1. PAYROLL MASTER MAINTENANCE SCREEN 
2. PROGRAM GENERATE | | 


os 5 T= 


SSSSS SSSI IG IS IISII III SISSIES SSS SSSSSES EISELE 
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PRYTDFILE — PAYROLL YTD TOTALS FILE — 


VAR TOT DEF FIL JUST TYPE DESCRIPTION 3 | FORMAT — 
NAM LEN LEN ee : 7 ve are 
YA 6 6 N £-RSAM | 
YBs -. 7 6 2%  R NSK EMPLOYEE NUMBER Ge 999999 
Last period payroll data i 
Yes: ] 6 Z R NS CHECK NUMBER © : ~ 999999 
YD 6 S02 R N GROSS PAY ae 7 9999999.99 
[a c¢ 10 2 R N FEDERAL W/H | | 9999999.99 
YF 6 LO 2 R N FICA 9999999 .99 
¥G 6 10 2 R N STATE W/H | | 9999999.99 
TH 6 1: R N LOCAL W/H | 9999999.99 
7 26 10. 2 R N NET PAY i 9999999 .99 
Year to date payroll totals 3 | 
YJ 6 10. 2 k UN YTD REGULAR HOURS 9999999.99 
we 66 0° 2 R N YTD OVERTIME HOURS ~~ ~=6©9999999.99 
YL 6 20 2 R N YTD DOUBLETIME HOURS 9999999.99 
YM 6 10. 2 R N YTD SICK HOURS 9999999.99 
4S irs « 10 @Z R N VACATION HOURS EARNED TOTAL 9999999 .99 
YO 6 10 @ R N VACATION HOURS EARNED YTD 9999999 .99 
<P 6 ie) Besar R N VACATION HOURS TAKEN YTD 9999999 .99 
YQ 6 10: 2 R N HOLIDAY HOURS YTD , 9999999.99 
YR 6 10:4 R N YTD REGULAR EARNINGS | | 9999999.99 
YS 6 10: 2 R N YTD OVERTIME EARNINGS 9999999.99 
YT 6 102 62° Be YTD DOUBLETIME EARNINGS , 9999999.99 
YU 6 LQ. 2 R N YTD SICK EARNINGS 9999999 .99 
YV 6 - 10>. R N YTD VACATION EARNINGS 9999999.99 
YW GS ~ 310. <2 R N YTD HOLIDAY EARNINGS ~—9999999.99 
YX 6 10:2... Be ED COTE EARNINGS TAXABLE _ 9999999.99 
ve 6 ‘0-2 Re YTD OTHER. EARNINGS NON-TAXABLE 9999999.99 
YZ 6 102 R N YTD TOTAL EARNINGS ee ~9999999.99 
Yl 6 10. 2 a Roa YTD FEDERAL W/H ) 9999999 .99 
¥2- 6 EO R N YTD FICA W/H © 9999999.99 © 
Y3 6. 10.24 R N YTD STATE W/H ee 9999999 .99 
Y¥4 65-240 =a R. No YTD LOCAL W/H 9999999.99 
Y5 yp 9 ey? R N YTD SCHED DED 1 ~ 9999999.99 
Y6 6 10° 2 RON YTD SCHED DED 2 9999999.99 
Y7 Oe Oe RN YTD SCHED DED 3 9999999.99 
Y8 6 1 6 ee R N YTD SCHED DED 4 9999999 .99 
yo 6 10 @ R N YTD SCHED DED 5 9999999.99 
W1 6 EO. R N YTD SCHED DED 6 9999999.99 
Other totals , | 
W2 6 LO. 2 R —-N MONTHLY EARNINGS TO DATE ~~ 9999999.99 
W3 6 10 = 62 Re oN QUARTER EARNINGS TO DATE 9999999 .99 
260 = TOTAL RECORD LENGTH 


ee ee ee ee ee a EE TEES SSS SSS SSS SSS SS SSS SSS SSS SSS SS 
EBS STE TS SSS SSS SS SS SSS SS SS SS SS SS SS ee ee ee eee eee 


SOURCE = 1. PAYROLL YTD MAINTENANCE PROGRAM 
| : 2. PROGRAM GENERATE. | | 


& 


a9 


PX TEC ACA ggg dg gg sg ss Gs sess sss sss sss sEsEeCESE 
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SOURCE = 1. TIME TICKET POSTING 
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VAR TOT DEF FIL JUST TYPE DESCRIPTION oo 2%" BORMAT 
NAM LEN LEN | | coe ee Bb 
Bie Ba F oo eee. ee 999999 
ABS. 7 6 2%  -R NSK’ EMPLOYEE NUMBER 999999 
Beis fsx 7 =. 2 RON REGULAR HOURS 9999.99 
fp... £.,.7 oe OVERTIME HOURS | 9999.99 © 
AN, ®e: 7 ee ee DOUBLETIME HOURS 9999.99 
Ptah 2 o> RON HOLIDAY HOURS | 9999.99 
eee ae VACATION HOURS 9999.99 
Pek wa fe RON SICK HOURS 9999.99 
Pes ten Os EURO REGULAR PAY 99999.99 
Pia aie oo oe Re ON OVERTIME PAY —-99999,99 
hm 6. 8 2 R N  DOUDBBRITE FAY 99999.99 
Wiosdee OO. ORO HOLIDAY PAY 99999.,99 - 
Bei angen 8 2 ER VACATION PAY —-99999,99- 
a. 6. 8 OR NP eee | 99999.99 
BO tee ee RO OTHER PAY 1 TAXABLE 99999.99 
AP... 8 .%2 -R WN = OP SPAy 2 PAXABLE 99999.99 
AO..6 #8 .2 #R N. © OPHER* PAY 3 TAXABLE 99999.99 
PaaS aes 3 Z Ro OTHER PAY 4 TAXABLE 99999.99 
Bo oe Or eee OTHER PAY 5 NON-TAXABLE ~99999.99 
AT 6 ..8-.. 2° R _N % OPER PAY -@-NON-TAXABLE | 99999.99 
aaah 2 Ok ee OTHER PAY 7 NON-TAXABLE 99999.99 
vee, 8. 2. ee OTHER PAY 8 NON-TAXABLE 99999.99 
BW.4205 8 - 2° Re OTHER DEDUCTION 1 - 99999.99 
Bkoneee.: 8 2° Bio eR PeUUCTION 2°. 99999 .99 
or oe ee OTHER DEDUCTION 3 99999.99 
Pe 868 ee ee OTHER DEDUCTION 4 99999.99. 
ae 6 8 2 Re OTHER DEDUCTIONS ~~ 99999,99 
163. = TOTAL RECORD LENGTH © 


“PAYROLL TIME TICKET FILE 


ox eam Gow Ge GED ED GED GED GE Gem GD SED Gee GW Et Sm SE ED EP GES GED GED Ged Ue 


PRTICKFILE 


2. TIME TICKET ENTRY 
3. PAYROLL MASTER 
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VAR TOT DEF FIL JUST TYPE DESCRIPTION FORMAT 
NAM LEN LEN | | 
TAS 13 6 2%  R NS - EMPLOYEE NUMBER _ 999999 
io +6. 9 SS DAME YYDDD 
Th) s@ce 8: 2. ROR PAY RATE 999.9999 
TO 6° 8 &- R N.~ + OVERTIME. RATE 999.9999 
Ty pe 8 2 RON DOUBLETIME RATE 999.9999 
Te 13° 6° 2 RR NS ~JOB,NUMBER ... 999999 
6 +  &  R NS DEPARTMENT NUMBER 999999 
oto 6 2 . RON REGULAR HOURS 999,99 
Me <e@r 6. 2 OR ON OVERTIME HOURS 999.99 
BeCGe- 6 ~~ @.. R ON OTHER HOURS 999.99 
er 26 1 2 RON HOURS CODE ~q X 
Too 6: 8 2 RN OTHER PAY AMT 1 99999,99 
eK CEG 8 2 OR ON OTHER PAY AMT 2 99999 .99 
mcster 6 2 °R g@ OTHER PAY AMT 3 99999 .99 
™moo6 8 %  R Nos, s0THRR PAY oANT 4 ~-99999.99 
EN @8@2 8 2 ae OTHER PAY AMT 5 99999.99 
To) °°6° 8 2 sm OTHER PAY AMT 6 99999.99 
Ypes:6> 8 2 Bakan OTHER PAY AMT 7 99999.99 
To. $62 8 & BiB N OTHER PAY AMT 8 9999999 
TReceg? 8 2 giRa NM OTHER DEDUCTION AMT 1 -99999,99 
pscleg? .8  % aha OTHER DEDUCTION AMT 2 99999.99 
TT 6 8  &%  R N OTHER DEDUCTION AMT 3 99999,99 
pycec@e “8 2. RON OTHER DEDUCTION AMT 4 99999,99_ 
pyeccee 8 2 Rk OTHER DEDUCTION AMT 5. 99999.99 
158 = TOTAL RECORD LENGTH 
SOURCE = 1. PROGRAM GENERATED 


ALR OLKP OK KKH KK KKK KKK KP KKK KKK KK KKK HHH HOH PKHHPHYrPYBMDY 


PRDEPTFILE | | - PAYROLL DEPARTMENT MASTER 
VAR TOT DEF FIL JUST TYPE ~:~ DESCRIPTION: -- 2 0 ¢ 84 i | FORMAT > 
NAM LEN LEN : | Peon Oa 
DA 6 6 N RSAM | | 999999 
DBS 7 6 R 4 NSK DEPARTMENT NUMBER ~~~ aa “999999 - 
DCs. 26°25: L BS  - DEPARTMENT NAME..~ ? nile gee 
Do = 2-1 NS RUN CODE ee : = ees Es 
DES 8 qT L B S ° G/L ACCOUNT NUMBER :  XXXXXXX 
The following fields are MTD accumulators © a3 : 
DF 6 10 2-2 RB. oN LABOR HOURS ; “39999999 .99 — 
DG 6 LOR ee eo LABOR DOLLARS | ur? 9999999 .99 
DH 6 10 2 RR N _ BUDGETED DOLLARS © at 9999999.99 
The following fields are QTD accumulators © : ae ES 
PT £6 ©1022 = RON. Shee ais - | | 9999999.99 
DJ 6:2 10 2:2 R N LABOR DOLLARS  — ee 99999:9.9 .99 
DK 6 Los 2 R N BUDGETED DOLLARS -= © 9999999 .99 
The following fields are YTD accumulators | ; 3 
DL 6 10°52 R N LABOR HOURS .  9999999.99 
DM as 8 oe? R N LABOR DOLLARS’ | | 9999999.99 
R N 


6 
DN Geo. 10. _ BUDGETED DOLLARS _ Ae OOO IIIS «99 
3 = TOTAL RECORD LENGTH 


SS ED GP GED Gee) ERED GED GEE GEER wie GHD EEE che GED Glo UmeE WEN GoD eo mM Gr Guse GEM GeO GES GEN Ga Gu GY GUE Cu GID GMD cinEY Abie GERD Gey GRE God Gla team GS GUD ene Gees che Gee CEE GOED GEG GOED Ghee GEST GE qu GUED GEE) Gee ames an anu Exe qsES Gu GRD =e ame 
SU) GEM quee GEED Glew) GEER CAD GEE GE GEE GE GD Gems Mew eNE Gee Gu GERD GUUS EMERY GEES Gus GRE GED) GEM aE ENTS GED GER GAD GEMS GOUT GED GE eED GEE) ERD GEE) EONS Gm qean Ga GUND Gee GENe Gh GES GEED ENS GEE GRU GREE: ENTID GHEE Gute Gam Ged Grad Gaue> GH) GT EMA GAD GUD GE axa aes 


2. PAYROLL POSTING PROGRAM 


=63- 


e 


STATUS FILE 


oYYDDD. 
MM/DD/YY 


YYDDD 


29X 


29X 


29X 


— 29x 


99999 
999 


PRSTATUS — 
VAR TOT DEF FIL JUST TYPE | DESCRIPTION 
NAM LEN LEN | oo 
RECORD 1 - DATES 
‘DH 6.565" 2° Ro N°. JBLIAN, BOOT, DATE 
DHS 9 8 2 #2R  §- BOOT DATE MM/DD/YY 
SA 6 5 Z R N Boot Date (Report Date) 
oe ee FILLER 
RECORD 2 - OWNER'S NAME 
SAS 30 29 B L S Owner's Name. 
RECORD 3 - OWNER'S ADDRESS LINE 1 
SAS 230.29 Bs be. S Owner's Address Line 
RECORD 4 - OWNER'S ADDRESS LINE 2 
SAS 30 29 B LS. Owner's Address Line 
RECORD 5 - OWNER'S ADDRESS LINE 3 
SAS 30 29 B L S Owner's Address Line 
RECORD 6 - OWNER'S ADDRESS LINE 4 
SAS 30 29 B L S Owner's Address Line 
RECORD 7 - HARDWARE OPTIONS 
BA 6. 5 2. oR ea - Printer Baud Rate 
SB 6 3 Z R N_. Printer Nulls 
18 FILLER 
— -64-— 


ARPPPP LPP KRHKRHKR HK KRHKHK HK HKHKHH HSH OHH HHHHH HHH HOH wee ew 


PRSTATUS ( CONTINUED ) STATUS FILE 


VAR TOT DEF FIL JUST TYPE DESCRIPTION 7 FORMAT 


NAM LEN LEN | | 

RECORDS 8 - FILE SIZES (1) 
Seas 6 2 oR ON Dime Pier 99999 
SB 6 S22 KR -.N...AcceGal file | | 99999 
SC.36 . 6 Z R  N Payroll Master file | 3 99999 
SD 6 6° 2.6 R.N ...Fedefal tax vable file  -. 99999 
SE 6 6 Z R N Payroll Summary File 99999 

RECORD 9 - FILE SIZES (2) | | 
SA.6 6.2 RN Ve een te 99999 
SB 6 6 Z R N General Ledger Table File 99999 
SC 6 6 Z.. RN, Department file : 99999 
SD 6 6 Zz. R .N Bheve tax tile | 3 99999 
SE 6 6 Z R N.. BO@al- tax file - i | 99999 

RECORD 10 - FILE SIZES (3) 
SA 6 Caer ome! R N unused eg , | 99999 
SB. 36. 6 Z R . N:. Uhesed =~. fe : 99999 
BC. .6 6 Z R N unused | . 99999 
SD.-6 , 6 Z R . NP unteed 99999 
SE 6 6 Z R 


N unused | = : 99999 


RECORD COUNT (1) 


ene GERD GD UsEe anes quTy ae em GE Gem eme cae Ge Ge Gee Ges ches ome GO Ge GED GET Ke GD GEE Gn Cue GEES Ge GEE 
CO GU GD Ges GS SSP GED SWS GES GE Gee cue GUUS ake Gee GE GUS GENO eERD GuNe eae GEO Gee cow ca Gee eae dom Guee aume 


N Time ticket file. | 99999 


SA 6 6 Z R 
SB 6 6 Z Roan Accrual file | 99999 
be. 6... 6 EB Ri ay oll Mester file 23 Sey 
SD. 6.- 6 2. Ro We Pogeral, tax file 83999 
SE 6 6 Z R N Payroll summary file | 99999 
RECORD 12 - RECORD COUNT (2) 
SA..6 6.2%. R WN > YEO Totals Fite } 99999 
Shee Gi. Gh Z R N General Ledger Table File 99999 
sC 6 G=-. 2°. CR N Department File 99999 
SD 6 6 ax R N State tax file Py 99999 
SE 6 6 oO N Local tax file ae | 99999. 
RECORD 13. - RECORD COUNT (3) 
6. 6. 2 Ro ON eneed 99960 
SB 6 6 Z R oN. unused | 99999 
SC 6 6 Z R N unused : | ; 99999 
SD 6 6 Z R N. unused 7 99999 
Se 6 6 Z RN unused = 99999 
-65- 


@@egeeeCC Geese sesgegg~sgv~vIiggv~syedTgCIIIPTC Ii CIE Cte Te Ss 
ye) 
ta 
QD 
O 
ye) 
wy, 
_ 
— 
i 


ee ee ee a ee ee 


| vee | | 


; “x 2 : 


a 


NAM LEN LEN 


SA 


aE CBO EE Gap Gite Gan am umes GaP ene Ga Glow aun enm 3 


que Gent) GE Cte GE GD GOD OE GEE CE GED Gm GE CHE Geen ae GED GE GED ae GED ae ae ae am om aw ame em ae ow ew oS = 
Coun Guster Geum! Guan GOES> GIUED GUEMD UomEn GMIRS GUORD GUUS GRID GED GID GRMD Gln GEN) GD GED GMED GERD GIED GED GUND Game Gum Gee Gums GE Gee Guy Gone GY Ge 


R 
R N Accrual file | 

R N Payroll master file 

R N Federal tax file 

R N Payroll summary file 


OV OV OF ON OF 


RECORD 15 - FILE HASH VALUES (2) 


eam Gam Gene Gown ENS) Gare GES emu Gime Gr GrED GIAD Gem GEN EmED GEE GED Gone aie» GEES GED aE Ge ame GE eRe com> HE Gee eee om om = ae 
Gae0 Gee) GeeD GUE GYRO GOES Gust GES GAEL GUGS GEES GUNN GNEN GANS Gem GuS GY GED GED GEAD GS GD GEE Gee GED Go GS Ge ERED me wun Ge GED em 


6 6 Z R | 
6 6 Z | ee | General: Ledger Table File © 
6 6 Z R N Department File | 

6 G.- 2 R N State tax file 

6 6 Z R N Local tax file 


RECORD 16 - FILE HASH VALUES (3) 


6-86° 2 R N unused 
6 6 Z R N unused 
6 6 Z R N unused 
6 6 Z R N unused 
6 6 Z R- WN unused 
RECORD iv - ACTIVE INTERFACES 
2 1 S General Ledgger System 
Z 1 8 Job Management System 
Se Ve ie | Unused 
24 | FILLER 
RECORD 18 | - NEXT TRANSACTION NUMBER (1) 
6 3 Z R N Next Time Ticket Number 
6 = ey) R NN Next Report sequence number 
6 5 Z R N 941A switch ; 
ae Z R N Unused | | 
6 See R N Unused 


eayke GPSS Giem> GEDh Gud tS GNM MIE CRD GED EER Glad OES GUND GED GEE) Gu Gus GID Gem Gur aioe Gan GHEY GES ae Cun GH Oe Cm ON ON ee ee 
Ged GRD Gabe Chae GamD Clem GARD CUED GID ENED GOED CED GRIND GANS GED GON MRED GERD GUNN GkED GES GED GaNe Gute GENS Grete ame Gee eee ee GE? GE EEe ame 


> % RN. 2IP Code length 
a. | FILLER 


“e= 


-PRSTATUS = ~—s(: CONTINUED ) 0 Sargs PILE * 
VAR TOT DEF FIL JUST TYPE | DESCRIPTION FORMAT 


999999 _ 
999999. 
999999 
999999 
999999 


99 


PRSTATUS ( CONTINUED ) | | STATUS FILE 

Siaasssassssasssssscsersssssssessssssssssssssssssssssssseetessesess 
VAR TOT DEF FIL JUST TYPE = DESCRIPTION | FORMAT 

NAM LEN LEN | | 5 | 


Se WES Oat GES SS? SF GES CU GUD ENO Gu GES GED GUD GED am aa GE awe aE GEE a= quS axe GE GED cue am exe oe a ee eee em 


SA 6 1 2 2R N_ Report to be printed . 9 
SB 6 1 2% +R N~ Sort fields option — 2 an8 
18 PEGLBRe © ci — 


30 = TOTAL RECORD LENGTH 


RECORD 21 PAYDAY DATA 


SAR" 6 "5 Z R N PERIOD START DATE JULIAN 99995 
SB 6 Ss) Z R N PERIOD END DATE JULIAN | : 99999 ; 
Sscs 9 8 ee S PERIOD START DATE ALPHA MM/DD/YY 


SD$ 9 8 _ §& PERIOD END DATE ALPHA MM/DD/YY _ 


ERP EP GU GER GUD QED Sue GED GP Geep GUO) GAZ GES GED Ge cD GaP GED GED aah GOD ED GED GEE GE ae GUD ee Ge aay Em om Gas SEs GED au 


SAS @3254 NS RUN CODE | : 9 

She 2 ee NS PERIOD CODE | Z 9 

scS 2 1 NS RUN SWITCH ee ee ee | 

SDS 9 8 S CHECK DATE MM/DD/YY 
| RECORDS 23 - 25 UNUSED AT PRESENT TIME | 

SOURCE =. File Maintenance Program Soe 


Payroll edit program 


eee 


de ; 
2. Any Program passing a variable to a chained program | 
34 


AP HK HSLKHSHKHKHKSHKHLKHSHKRHO LRA LRA LR HR HK HHH HK KPH eee are 


PRFEDFILE ae FEDERAL TAX TABLE FILE . 
VAR TOT DEF FIL JUST TYPE — DESCRIPTION Wee 2s othe: BRORMAT 
NAM LEN LEN a | aL 
FA 6 6 N RSAM | | : 
FBS: 5.34 SK TABLE KEY a KABA 255 
FC 6 8 Z R N FICA PERCENT | ~ 999.9999 
FD 6-°..8 2. °°R N FICA MAXIMUM : | 99999 .99 
FE 6 7 4  R  N- EXEMPTION ALLOWANCE | 9999.99 
The following three fields occur 7 times within the record 
FF 6.7 Z R N BASE 1] ' 99999 .99 
FG 6 7 Zz OR N TAX 1 : . 99999.99 
FH 6 ft Z R N % OF AMOUNT OVER BASE 999.9999 
155 = TOTAL RECORD LENGTH 


SOURCE = 1. FEDERAL TAX TABLE MAINTENANCE 


-69- 


PRSTATEFILE 


RECIPROCAL 


= 1. STATE TAX TABLE MAINTENANCE 


—f = 


STATE TAX TABLE FILE .. 


Stress set seSts sete sae Ss SSS SSeS SSSssessssSSSSSSSSSSeSSSoSSceSsSfoccSSlSeeeSeSeaS= 
VAR TOT DEF FIL JUST TYPE DESCRIPTION FORMAT 
NAM LEN LEN | ee 
BA. 6G N RSAM ae 
SBS 2255. 2 | SK STATE CODE XX 4 
sc$ 21 20 B LS STATE NAME 5 oe | 20X' 
SD$ 13 12 =§ STATE IDENTIFICATION NUMBER 12x 
ONS =<82< 7.“ B _§ GENERAL LEDGER ACCOUNT # 1k: 
SM O86 OF Ee oe eae UC eT | | 9999.99 
SK<"6°° 2 2..8 2 ae TPE 99 2 4 
SL. °6 "5 8 = 2 RN TAX PERCENT: | , 999.9999 
SES 3S 2 eS - § RECIPROCAL STATE CODE 1 XX | 
SES 2s 2 S RECIPROCAL STATE CODE 2 XX) 
SGS* 3 2 S RECIPROCAL STATE CODE 3 | XX 
SHS 44. S RECIPROCAL STATE CODE 4 XX 
SIS°°s "2" S RECIPROCAL STATE CODE 5_ XX 
BOS 3 2 oe STATE CODE 6 XX 

7 


ALOK HOLKLLK KKK KKK LLL KL PLHKOKHKLOEROLERRA 


PRLOCALFILE . “LOCAL TAX TABLE FILE 
VAR TOT DEF FIL JUST TYPE | DESCRIPTION - Cee a a FORMAT. 7 
NAM LEN LEN = 
BASS 6256 tc ee ee Pee oe 
Lee Born? SK LOCALITY CODE | rere 6 os 
LCS 21272 = B. len 8: BOCALITY, NAME. —..- | -20X 
ID 6.578 2: Re Ne TAX. PERCENT —- 999.9999. 
LE 6 6 % R  N OCCUPATION TAX AMOUNT : 999.99 
42 


= TOTAL RECORD LENGTH | 


SOURCE = 1. LOCAL TAX TABLE MAINTENANCE 


aie. 


- PAY/DEDUCTION DESCRIPTIONS 


oan ame Gt tem Ge @=s Ge G22 cep aay Guy GES |e. GED Ga EE Ser Ge Ges Se GP CE EEE Ow Gen em 


PRDESCFILE 


VAR TOT DEF FIL JUST TYPE DESCRIPTION FORMAT _ 
NAM LEN LEN Se Pe eee 
OAS 11-16 B Le OTHER PAY 1 DESCRIPTION 10x 

CBs: i110). 28 L S OTHER PAY 2 DESCRIPTION 10X 

ccs. 13°" 10° B L S OTHER PAY 3 DESCRIPTION | 10X 

CDS 11 10 8B L S$ OTHER PAY 4 DESCRIPTION . “10x. 
CES J1°°10 8B. & S OTHER PAY 5 DESCRIPTION 10X 

CFS 11 10 8B L S OTHER PAY 6 DESCRIPTION | 10X 

CGS 11 10 8B L S OTHER PAY 7 DESCRIPTION 10x 

CHS 11 10- B L § OTHER PAY 8 DESCRIPTION 10X 

CIS’ “11 10 BB LL 8S OTHER DED 1 DESCRIPTION LOX: 

CIS i] a0 8 | S OTHER DED 2 DESCRIPTION 10X 

CKS° 11 20. 8B L S OTHER DED 3 DESCRIPTION 10X 

CLS “11 10° B L S&S OTHER DED 4 DESCRIPTION , 10X 

CMS -i1i 20° 8B L § OTHER DED 5 DESCRIPTION 10X 

CNS Al 20. B.-L S SCHEDULED DED 1 DESCRIPTION ~~ 10X 

COS 341k 320. B= eek S SCHEDULED DED 2 DESCRIPTION. 10X 

CPS <1] .10:.B i S SCHEDULED DED 3 DESCRIPTION 10X 

cos 11 10 B .L_ § SCHEDULED DED 4 DESCRIPTION 10X 

CRS 11 10 B #=£L § SCHEDULED DED 5 DESCRIPTION 10X 

CS$ 11 10 8 Ls CREDO EEE DED 6 DESCRIPTION ¥ 10X 

209 = TOTAL RECORD LENGTH 
anne ee ee eee 


SOURCE = 1. DESCRIPTION FILE MAINTENANCE 


-72- 
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GENERAL LEDGER TABLE 


PRGLFILE 


we aa Ga qu ann Gee Gee ome Gee GH GES Gp Ge Gee aes Ge we 


VAR TOT DEF FIL JUST TYPE 
NAM LEN LEN 


FORMAT 


THE GENERAL LEDGER TABLE FILE CONSISTS OF 25 RECORDS 
EACH WITH THE SAME FORMAT AS FOLLOWS: | 


GENERAL LEDGER ACCOUNT NUMBER 7X 
GENERAL LEDGER ACCOUNT DESC. 25X 


eee i a 
a 


Gis. 8 = 7 
G2S 26 25 


— THE FILE IS ACCESSED BY RECORD NUMBER 
3 WITH THE RECORDS DEFINED AS FOLLOWS: 
-o RECORD 1 - GROSS PAY _ 
a) RECORD 2 - OTHER PAY 1 
~ RECORD 3 - OTHER PAY 2 
| RECORD 4 - OTHER PAY 3 
ac) RECORD 5 - OTHER PAY 4 
_ RECORD 6 - OTHER PAY 5 
<< RECORD 7 - OTHER PAY 6 
“oS RECORD 8 - OTHER PAY 7 
_ RECORD 9 - OTHER PAY 8 
RECORD 10 - FEDERAL W/ 
xc) RECORD 11 - FICA W/H 
ss RECORD 12 - STATE W/H 
RECORD 13 - LOCAL W/H 
“Oo RECORD 14 - SCHEDULED DEDUCTION 1 
_ RECORD 15 - SCHEDULED DEDUCTION 2 
: RECORD 16 -— SCHEDULED DEDUCTION 3 
= ae RECORD 17 - SCHEDULED DEDUCTION 4 
a RECORD 18 - SCHEDULED DEDUCTION 5 
RECORD 19 - SCHEDULED DEDUCTION 6 
“<S RECORD 20 -— OTHER DEDUCTION 1. 
RECORD 21 - OTHER DEDUCTION 2 
RECORD 22 - OTHER DEDUCTION 3 
a] - RECORD 23 - OTHER DEDUCTION 4 
= RECORD 24 - OTHER DEDUCTION 5 
‘ag RECORD 25 - NET PAY 
= 34 = TOTAL RECORD LENGTH © 
XG SSS SSB eS SSS SSeS SSS HSS SSS SS SSS SSS SS SSS SS SSS SS SS SS SS SSS SS SS SSS SS SS SS 
a SOURCE = 1. GENERAL LEDGER TABLE MAINTENANCE 
a) 
“8 
“Oe 
“e 
“Oo ae 
a) ‘ -73- 
1 


PRSUMMFILE ss PAYROLL SUMMARY FILE 

sma eas ese eee eee Se SSS SSS SSS SSS SSS SSS SSS SSS SSS SSS SSS SSS SSS SSS SSS SSS 
AR TOT DEF FIL JUST TYPE _DESCRIPTION ©... olge oe ex ve, RORMAT 
NAM LEN LEN oe oo : a 


nt he 


mS © 6 026.0.6.6 0046600 0909.0 00666066 66606666 66.60.0425 


ieee OOOO OOOO OOD Oe eC CO OO OOO OG 
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